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Disclaimer

Periodically changes to business processes or updates to systems or applications result in the updating
of training guides and support materials. It is the responsibility of the delegate to check that they have
the most up-to-date guides. All guides contain a Change Control table at the front which details when
the document was last updated. To check you have the current version please email

it.training@sthk.nhs.uk

Change Control

Document Type
User Guide Manual

Document Title

Skype for Business Basic

Version Date Change Purpose

V0.1 07 February 2020 Wendy Price Creation User Guide

V0.2 12 February 2020 Dia Broughton Minor Spelling Changes Proof Read

V0.3 26 February 2020 Pam Glover End User Usability

V1.1 26 February 2020 Gareth Williams Quality

V1.2 26 February 2020 Christine Cowell Quality

V1.3 9 March 2020 Wendy Price Addition of Functionality Improved
Functionality

Document Approval

Version Date Approver Name Approver Job Title

V1.0 26 February 2020 Wendy Price IT Training Manager

V2.0 26 February 2020 Christine Cowell Deputy Director of Informatics

V3.0 9 March 2020 Wendy Price IT Training Manager

V4.0 13 March 2020 Wendy Price IT Training Manager

V5.0 02 April 2020 Wendy Price IT Training Manager

Key to icons

Information.

Time saving tips.
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Microsoft Skype for Business Basic

Skype for Business Basic is a unified communications (UC) platform that brings together multiple
channels of communications. Business Basic gives you Instant messaging (IM), audio and video calls,
online meetings, availability (presence) information and file transfer features.

7

Skype will automatically log in on Windows Startup.

Navigate around Skype

What’s Happening today? ® Skype for Business = B
Click once and type a message into the Today is a Good Day
field. Wendy Price
. Available =
Click the Badge Icon to add a photo. @ pexPark v
Choose a Status by clicking the ~ 'y o - @ -
© Available - K
@® Busy
@ Do Not Disturb Find someone Q
Ee Right Back
GROUPS STATUS RELATIOMSHIPS MEW Search by nanf
Off Work
Appear Away 4 FAVORITES -
Reset Status
Sign Out Rebecca Whitting - Offline
Exit

. 4 OTHER COMTACTS (1)
Enter your Location.

Click once and type location. Lam Martland?2 - Available - Video Capable

Contacts that are added as Favourites

. . 4 T TRAINING TEAM (3)
will be listed here.

Other Contacts that are added as will be Colette Rush - Offline
listed here.

- Dia Broughton - Offline
Create specific Groups of colleagues for

easier access.
7 Karen Frediani - Off work 20 mins

Status Options

Available - the usual default
setting unless there is an
appointment in your Outlook
calendar.

Busy - This can be set up to
change if the user has been

Marie Pulford - Be right back 20 mins

Mark Messam - Offline

Michelle Aaaer - Offline -
inactive on Skype for a set number Cop
of minutes. This would indicate
the user may not be at their desk
when sending an IM.
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Contacts
To Create a Contact

Quickest way if contact is from within our organisation:

1. Type a person’s name in the search bar. As you type, search results will start to appear
below the search box and anyone who matches that name will display.

@ Skype for Business

What's happening today?
Wendy Price

Available *
Alex Park ~

0
¢

John Mck| 4

RAY CORMITACTS, SKVBE DIBY CTORY

Project Manager, Project Management Office

i
|
‘ John McKiernan2 - Offline

2. Right-click the contact and select Add to Contact List, Other Contacts

® Skype for
What's happening today?
‘Wendy Price
Available =
©  AexPark~
[] -
- (U = o
john mek x

MYCONTACTS  SKYPE DIRECTORY

John McKiernan2 - Offline

Start a Video Call
Send an Email Message
Schedule a Meeting
Copy

Find Previous Conversations

Add to Contacts List » IT Training Team

Tag for Status Change Alerts Other Contacts

See Contact Card

-

If contacts are not from our organisation:

1. Select the Add a Contact logo .

® Skype for Business

What's happening today?
Wendy Price

Available ¥
Alex Park >

2 0 = @

Find someone

||
GROUPS. STATUS RELATIONSHIPS NEW I -5 I

4 FAVORITES
Rebecca Whitting - Offline H

2. Select Add a Contact Not in My Organisation.

1 Bl st i D st
- yetege

e | |
I Add a Contact Not in My Organization » |

CrastoaMowCroup
I Display Options

Skype for Business V.5 Page 5 of 23
Date of Approval: 02 April 2020 Next Review Date: 02 April 2021



Three Options:

{8) Skype for Business

B Skype

Cther

Skype for Business

x

Add Skype for Business contact

Enter Skype for Business contact information or send

IM Address:

Example: someone@domain.com

Add to contact group:
Other Contacts 5

Set privacy relationship:
External Contacts =

Share anly my name, title, email address, company, and
picture

| OK | | Cancel

Skype s ©

= o-

Find someane by name, location, or Skype Name Q

Find and riaht-click people to add them to vour Contacts list,

MY CONTACTS SKYPE DIRECTORY

Search for Skype contacts by name, Skype Name, email address, @
phone number, and location.

Other N
Add Other contact
Fnter Other contact infarmatinn ar send invitation
IM Address:
[
Example: someone@domain.com
Add to contact group:

Other Contacts =
Set privacy relationship:

External Contacts A
Share anly my name, title, email address, company, and
picture

oK ‘ | Cancel

3. TypeinIM Address and click OK.

Skype for Business V.5 Page 6 of 23
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To Create a Group

1.

Select the Add a Contact logo .

® Skype for Business

What's happening today?

Wendy Price
Available =
Alex Park =
- = .
- [ ) &
Find someane n i
GROUPS STATUS RELATIONSHIPS NEW 2
4 FAVORITES -

Rebecca Whitting - Offline

Select Create a New Group

Add a Contact in My Crganization

Aol o T bk Bl e B Tleo oo adimn
e

Create a Mew Group

Lhsplay Uptions I

Type in a Name for your New Group i.e. Project Team and press Enter.

Michelle Agger - Offline 17 haurs

Pam Glover - out of Office 3 days
® ® lam on Annual Leave returning back on 19/2/20, if you... ¥

Stephen Daulby - Offline 3 days

ringle

[ Mew Group

= -

Search for a Contact and right click over the name.

Choose Add to Contacts List and choose required Group

@ Skype for Business
What's happening today?
X [} Find a Contact
Vendy ,P”cve L (42 Address Book
In a meeting ad/ Categorize Follow _
®  pexpark d v Up~ | Y Filter E-mail ~
Tags Find
[ ] ] g - =
e (U o 8- A7
& B iVSize | Categories |7 - M
Frank In X . - .
MY CONTACTS SKYPE DIRECTORY 1
09:13 290 KB 1
Frank Ingram - Away 15 mins 20 08:36 25 KB 2
Project Manager, Health Informatics Send an IM
B Today
Call » ‘ Skills
Start a Video Call 09:00
Wend|
Send an Email Message ST
ePM/
Schedule a Meeting _jx 11:00]
= {|AlexH
opy |
| IT Trail
Find Previous Conversations 13:00
R (Eoms
Add to Contacts List 4 IT Training Team
TagforStatus Chanos Alartc Otlier Contacte
Change Privacy|Relationship » Project Team
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Send an Instant Message (IM)

An IM is similar to a text message sent online but with no character restrictions.

1. Double click the contact image/icon to launch IM. =
S Lam Martland2 - 0 x °.
Invite Others to the conversation @
o Lam Martland2 @
BUSINESS ANALYST, Available - Video Capable Type Message Here
@ 2 Participants
Attach File

Importance

Choose Smiley

Send
Hi Lam, are you free to catch up later with regards to SOP for Video Call
OutpatientsF
é ' @ ¥ Call
Q00 °C rresen
More Options

2. Typethe message.

3. Pressthe Enter on the keyboard or click the Send icon at the bottom of the IM.

When the recipient replies, a pencil icon will display to indicate they are typing.

_# Lam Martland2 is typing a message...

4. Additional contacts can be added if required by clicking the plus &’ contact button on
the right of the window.
5. The message can be changed to a Video Call or Call by clicking the

The meeting can be changed to become a video conference call or an audio conference call.

o Video Conference - allows the option to visually see those in the meeting. The person
speaking will appear on the screen in a bigger picture to the others.

o Call Conference - The users will have their names and photo (if loaded) shown. The name
and image will show bigger depending on who is talking.

@ Screen Sharing - allows the caller to show everyone on the call their computer screen.

Skype for Business V.5 Page 8 of 23
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Start a Call or Video Call from IM

““ Calls can be started from within IM using the icons located at the bottom of the screen.

Ensure your laptop webcam is not covered.

Karen Frediani

2 Participants

Karen Frediani

(=]

To Attach a Document or File

Skype for Business has the ability to allow the user to share documents with other contacts via Instant

Message.
1. From the IM window click on the Paperclip icon @
2. Select the file to send to the contact ,click Open.
3. The file will be sent to the recipient and show as Sent.
9 Karen Frediani - 0 %
Karen Frediani @
@ :rarticipants Qo
24 February 2020
hi karen 10:09
@ 1 @
Skype for Business V.5 Page 9 of 23
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To Open a Document or File

1. Click Download if you are the recepient.

9 Karen Frediani - 0 X

Karen Frediani @
IT TRAINING ADMIMNISTRATOR, Off work 13 hours

e 2 Participants

w a]

Sent

Outlook or Login Only Acc...

920.5 KB Downloag All -

¢ ' © w

®©®@ 000 O

2. Click the document icon to open the file. It will launch in the relevant software

programme.

Skype for Business V.5
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Audio and Video Calls

A call can be a created directly without opening an IM.

1. Hover over the contact and click the o or o option.

2. To End the call click the Red Telephone Icon at the bottom of the window. °

* “The contact will need to be logged in for the call to connect. Otherwise, a dial tone sound will be

heard with an IM message that reads

o Pam Glover is unavailable or may be offline.

Retry

eCaII Controls —Hold | Transfer | Devices

‘Call Options — Manage Recordings | Text Display Size | Change Font | High Priority

Skype for Business V.5
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Skype Meetings

@ Future meetings can be created via your Outlook Calendar.

You cannot send invites from Shared Calendars.

You must set Meeting Options to ensure a unique set of joining instructions is created.

Settings
1. From Calendar View, click the New Skype Meeting Icon.

Calendar - Wendy.Price@sthk.nhs.uk - Microsoft Outlook |

Send / Receive Folder View

= BB G |SBEES.. BB D2 e
| ; |5 s = w/aa I
= &# month ~ {=] f$0~ | [l Address Book
New New New New Skype Today Next7 Day | Work = . Open  Calendar E-mail
Appointment Meeting Items v Meeting Days || | Week ES(hedule View | calendar~ Groups ~ | Calendar @
New Skype Meeting GoTo P Arrange % | Manage Calendars Share Find

H9¢ + 9| Untitled - Meeting - o X
Meeting Insert Format Text Review o
" (8 Appointment| A 2 L o
x ot E@Appmr\tmen( @_ u ﬁ [55] = . O Recurrence v
[ &

%" [ Scheduling Assistant @ Time Zones
Delete

Join Skype Meeting | Cancel | @& 1sminutes < (oo 1305 N
0] Meeting Options | Invitation 43" [Egroom Finger] -
Adtions Show Skype Meeting Attendees Options 5 Zoom
@ Invitations have not been sent for this meeting. Room Finder .
~
To.. | I 4 Apit2020
=1 | supject Mo Tu We Th Fr Sa Su
Send 123 4 5
Location: | Skype Meeting - || Rooms.. 6 7 8 9 1011 12
13 14 15 16 17 18 19
Starttime: | Thu 02/04/2020 - | [1:30 - | [ A1l day event 2012122123 |24 GRS
7 = 27 28 29 30
End time: Thu 02/04/2020 v “Z:Oﬂ 7
|| [Jcood []Fair [lPoor

Choose an available room:
- Join Skype Meeting None

This is an online meeting for Skype for Business, the professional
meetings and communications app formerly known as Lync.

Join by phone
0151 478 7801 (UK) English (United Kingdom)
Find 3 local number

Conference ID: 610349

Suggested times:
Forgot vour dial-in PIN? | Help
09:00 - 09:30 2
v | | No conflicts

In Shared Folder: § Calendar 11:00 - 11:30 g
N i

2. Click the Meeting Options Icon.

v Untitied - Meeting o X
P @\ ¥ Recurrence »
= & ER ) (EEe cio Y
2 Forward = % @ Time Zones o '
(¥ oneNote Assistant | Mecting invtation 437 | * o 1§ Room Finder R 2

Attende ptior Tag

3. Ensure that the option ‘Where do you want to meet online?’ is selected.

Skype Meeting Options X
::""'“m"s Where do you want to meet online? Help me decidet
one
About (® A new meeting space (I control permissions)

Each meeting I create is held in a new space with unique entry info. I choose who
getsin and what they can do in the meeting.

(O My dedicated meeting space (less secure)

All meetings I create are held in the same space with the same entry info. People from
my company can get into the meeting at any time as presenters.

These people don't have to wait in the lobby: Why do I use this?
Anyone (no restrictions) v
Callers get in directly
[[] Announce when people enter or leave

Who's a presenter?

Anyone from my organization w || Choose presenters
Presenters can share content and let people into the meeting.
Do you want to limit participation?
[isable M
[IMute all attendees

[JBlock attendees' video
Presenters can share audio and video.

Remember Settings I: oK Cancel

4. Click Remember Settings.

Skype for Business V.5
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Schedule a Skype Meeting

Join Skype Meeting
ecting Options | |

Categorize

@ ©
v \
Zoom

4
m

Tags Zoo

Room Finder v x

4 Februay2020 b

ooooo

345673839
10 [1] 12 13 14 15 16

-] [ At day event

Please attend the meeting.

Thanks

Wendy
- Join Skyps ing
This is an onl for e

meeting

Help

I Shared Fotder, 8] Calendar

Y Ig3|

17 18 19 20 21 22 23
2425 26 27 28 29

Suggested times:

15:30-16:30
No conflicts

16:00 - 17:00
No conflicts

00:00 - 10:00 o My

5. Add attendees through the ‘To’ Button or Add a Group

6. Enter Meeting details ie, subject, date/time and message.

7. Click Send.

Join a Skype Meeting
1. Openthe Appointment in Outlook Calendar.

2. Click the Join Skype Meeting link to open Skype.

- Join Skype Meeting

1M 15 an ONIiNe meetng tor skype for Business, the professional

meetings and communications app formerly known as Lync.

loin by phone
0151 478 7801 (UK) English {United Kingdom)

Find & local number

Conference ID: 610349
Forgot vour dial-in PIN? | Help

The link will load Skype and open the meeting. Depending on the internet connection it may take
a few minutes. Once it has loaded it may show that you are the only person on the call until the

other recipients join.

Conversation

Have a good meeting. We're connecting you...

Skype for Business V.5
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Join a Meeting as a Guest

Where a user does not have Skype for Business installed, or no Skype account at all, they can join a

meeting as a Guest.

1. From within the invite, click on the Join Skype Meeting link.

A meeting invitation must be sent via Outlook by the meeting organiser.

=1

Send

To.. ||

Subject

Location Skype Meeting

start time Mon 22/05/2017 E 1400
End time Mon 22/05/2017 EE| |14:30

- Join Skype Meeting

Trouble Joining? Try Skype Web App

2. Click Sign in as a guest to the meeting.

3. Enter your name in the box provided. Click Join the Meeting.

Skype for Business Web App

User name
Password

Your account is not configured to join meetings.

Remember me

Join the meeting

Sign in as a guest to the meeting

Skype for Business Web App

Guest, type your name below

Remember me

Join the meeting

Sign in if you are from the organizer's company

Skype for Business V.5
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Meeting View

Once a meeting has been joined, the participants will be visible on the screen. The person talking will
have their image prominently displayed.

-] Conversation (3 Participants)

‘& 3 Participants

A
e
i

Lam Martland2

EEALe @ S@ M =) s

The icons at the bottom enable different aspects of call management :

= The speech bubble icon is to send an IM message.

= The cameraicon is to Share Video.

= The microphone icon is to Mute or Unmute audio.

= The red telephone iconis to end a call.

= The rotary telephone icon is to transfer calls, hold or switch devices.

‘ In Meeting Settings

= Click IM Text Display Size to increase the size of the words in an IM.
= C(Click Change Font to change the font of text within an IM.
= (Click End Meeting to end a Meeting currently in progress.

Manage Recordings
IM Text Display Size
Change Font...
High Priority

Meeting Entry Info

Skype Meeting Options

End Meeting

Skype for Business Help

A

Skype for Business V.5 Page 15 of 23
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Screen Sharing

Users are able to share their screen with others within the call.

Conversation (3 Participants)

‘& 3 Participants

Present Desk :op - mirrors what is
on your screen to the other users.

Present Programme - gives the user
the option tochoose which running
programme tley wish to present to
others in the meeting.

Present PowerPoint Files - ideal for
presentations. Others on the call
will only see the PowerPoint and
not the full laptop screen.

Present Desktop

Users are able to present their screens to other users. A orange border will indicate what is being
presented to the other users on the call.

i Connecting.-

| Planned EPMA

@A S QMM q) 130

1. To stop the presentation click Stop Presenting. This will stop others viewing your screen.

Skype for Business V.5 Page 16 of 23
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Present PowerPoint Presentation
@Users are able to present a full PowerPoint presentation to others within the conference call. The user
can expand their notes without the other users seeing this.

2 Participants

Stop Presenting

Remove
barriers to use
of IT systems

Improve

digital
literacy of
Trust Staff

os nga e Wit the akills headad far & Moder Realtheat o "

We support all staff both administrative and clinical staff to develop the IT skills and confidence they need to work in a modern hospital environment.
We provide bespoke training on clinical computer systems used across the Trust. We develop and deliver face-to-face taught sessions, contextualised
to role and adapting to individual learning needs.

Wa alen nrovida manv a-laarning nackacac throuah tha Maondla a-laarnina custam: davalanad tn reflact ac clncalv ac noccibla tha contant and

4 SLIDE 3 OF 18 2 oo THUMBNAILS = NOTES

° - L oo

1. To stop the presentation click Stop Presenting. This will stop others viewing your screen.

Skype for Business V.5 Page 17 of 23
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Dial in Conferencing

0 Dial-in conferencing is a feature of Skype for Business that allows meeting attendees to join the audio portion of a

meeting by calling into the meeting from a phone.

1. From the ‘Mail’ or ‘Calendar View’ in MS Outlook click New Items, choose Skype Meeting.

PG Home

Send / Receive I

4 Favg Appointment
W Meeting
E Contact
E Task

Text Message [SM5])

hdora Itame

Skype Meeting

e
05 lgnare x
%= Clean Up ~
Delete
&Junk"r
5 Ry T e

E-mail Message Using ¥

)

@[ HY U6« 9|5 Review of Admin Procedures - Meeting — ] X
Meeting Insert Format Text Review A el
x (3] calendar @ {S\ li E’i’fi G i 5usy _ ¥ Recurrence & (:{
~ . - '
{2 Forward ~ - o &, @ Time Zones !
Delete Appointment| Scheduling | Join Skype Meeting | Cancel & 15 minutes v = Categorize Zoom
[N] oneNote Assistant | Meeting Options | Invitation d” [#p Room Finder | v 4
Actions Show Skype Meeting Attendees Options ,. Tags Zoom
© Invitations have not been sent for this meeting. Room Finder S
~
To... | |# Pam Glover | 4 March 2020 »
—
S—_J Subject: | Review of Admin Procedures ||| e R 51”
end 24 25 26 27 28 28
Location: | Skype Meeting 3 Rooms 20 B3R 4N S5 kel JT e
________________________________________________________________________________________________________________________________________________________________ [8]10 11 12 13 14 15
Starttime: | Mon 09/03/2020 - | [09:00 - | [ All day event 1611718 19 120 21 22
23 24 25 26 27 28 29
End time: iMon 09/03/2020 - 109:30 hd 30 31 1 3 SNRES
=
i~ B\ | [Jeood []Fair [ Poor
s Al 2
| | Choose an available room:
Please join the meeting to discuss the admin procedures. ‘ None
Thanks =
WendyI
......................................................................................................................................... |
1~ Join Skype Meeting
This is an online meeting for Skype for Business, the professional
meetings and communications app formerly known as Lync.
[ Suggested times:
__lnin_ hv nhone g Y| | 09:30-10:00 £
In Shared Folder: 3 Calendar No conflicts v
e ]

2. Enter the meeting request details. Click Send.

Skype for Business V.5
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3. Click the Meetings @ tab in Skype for Business. The meeting will appear in the list.

- 0O X
Wendy Price
Busy ¥
L} Alex Park ¥
[ £: .
- c o @ o

TODAY

00:00 Dave AL
All day

09:00 email sue with Liam training epma

Endsn0.30

09:00 Res Admin Procedures
Ends 0%:30 (Skype Meeting)

-

4. Double-click the Meeting Invite and choose Use Skype for Business.

5. Click Ok. To add more people click the ‘Invite More People’ Button.

& 3 Participants

Karen Frediani Wendy Price

6. To end the call click the Hang Up button. @

Skype for Business V.5 Page 19 of 23
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How to download Skype for Bussincess on IPADs, Iphones and Android Devices

1. Tapthe Appsicon.

2. Scroll down and tap Play Store or App Store.

Chrome  Facebook one Messages

o R o

Camera Gallery c! Contacts

c B s

Settings  Calendar Game

Launcher
B ©
oo y

SmartTh- WhatsApp Fitbit
ings

3. Type Skype for Business into the search box. Tap the Search Key Q .

' 11:21 G oo B oAt 8

|<~ skype for business Q&

Skype for Busi.

4.4% 10M+ 3]
120K Download PEGI3 ©®
reviews s

Skype for Bu
Lync and Skype

extends the power of
your mobile device

You might also like

'l

Microsoft Skype Lite - Adobe
Outlook Free Video Acrobat Re. M

4 b

4. Select skype for business from the search results. Tap INSTALL.
5. Tap OPEN.

Skype for Business V.5
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1. The next screen may appear. Click the arrow @

New in Android 6.0 and higher

2. Five steps will appear: Deny or Allow (these are your own personal choices) By denying may

reduce functionality

[ Allow Skype
for Business to
access photos,
media and files on
your device?

10f5 Deny Allow

% Allow Skype for
Business to make
and manage
phone calls?

2 of 5 Deny Allow

v Allow Skype for
Business to record
audio?

3 of 5 Deny Allow

[¢] Allow Skype for
Business to take
pictures and
record video?

4 of 5 Deny Allow

& Allow Skype

for Business
to access your
contacts?

S5of5 Deny Allow

Terms of use

agreement, and the terms
for supplements, updates,
Internet-based services and
support services that you use,
are the entire agreement for
the software and support
services.

11. APPLICABLE LAW.

a. United States. If you
acquired the software in the
United States, Washington
state law governs the inter-
pretation of this agreement
and applies to claims for
breach of it, regardless of
conflict of law principles. The

laws of the state where you
livia faviarn all Athar Flaime I

DECLINE  ACCEPT

3. The Terms of Use Screen will appear. Scroll to the end and click Accept.

Skype for Business V.5
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4. The Welcome to Skype for Business Screen will appear. Click the arrow.

S

Welcome to Skype
for Business, the app
formerly known as Lync.

5. Enter the Organisational email address (Your work email address). Click the arrow.

1108 A @ - b ]

wendy.price@sthk.nhs.uk

SeREvaTTeTUpte

S
(=»)
® wendy.price@sthk.ngs.uk
T§2)34)5)6)7)8)9]0
qiwlelrjtiylujijolp
alsjdiflaglhlilk]!
28zixjcjvibinimiie

W, @ EN(UK) . .com

1l (@) v

6. Enter your Password (your work computer password) . Click the arrow.

7. Enter the phone number of Mobile, click the blue arrow.

IHENSURE you UNTICK the Sync Contacts Option.
What's your phone
aUmRer? Click the arrow.
+447875577
Scroll through the three help screens. Click the Blue Arrow to continue.
O nt
[\-’/
4 »
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8. Your Home Page will appear.

1MN18 @l - LR

L]
Q  Search in the company directory...
UPCOMING

13:00 1 hour
Covid-19 Meeting

Room 7

Contact Details

Health Informatics Services

System Queries IT Service Desk

01516765678

Health Informatics Services

IT Queries IT Service Desk

01516765678

Health Informatics Services
IT Training Service

Training Queries

it.training@sthk.nhs.uk
01514301173
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